
L' : APPLICATION FOR RECORDS RETENTION SCHEDULE 

- Jack Richardson Grants Administrator 65 6 - 244 1 

a. 0 Establish Retention Schedule; r e a d  will continue to accumulate. 
b. Dispose of present accumulation; no further accumulation anticipated. 

I. ActibnRaquerted 

OFF ICE Of t n E  SECRETARY OF STATE 

llECORDS UANAGEMENT DlVfSlON 
DEPARmENT AND HISTOR' 

UndcOne: Change; 0 Supercede; Void c. m Amend ADDlication No. - 
1. Datesof&r.rkr I 6. R e a d s  Swim Titk (followed bv tide used in office: if diffenmtl 

rppliation Dm 

rppliation Nu+ 

- 

iarliin Laten 

-n wd Mi Function 
1981 I To Date TEACHER PAYROLL COMPUTERIZED PROCESSING FILES 

What is the function of the Division and the Office in which th i s  record series is crested? 

Department of Education W i a t i o n  Number 

Fiscal Services Division 
Grants Managemen Section F E E  7 1983 IK~  8 ,983 Atlanta, GA 30332 

Office of Administrative Services 61-\8LC- A 
*R.pivsd Dm CurnpletwJ 

. Recard Series Doscription This  file contains the followi* documents (include form numband tides, HmyJ: 
Attach sarnnler of the file. 

D&kPntr relating to: ' 

lnduded are: 

File is man@: 

. Monthly Refereno Rm 
one to six months old 

How often are reaxdr referred to which are: 
; Seven to twelve months old ; T h i i n  to twenty-four months old 

twen&five months a d  older ? 

Letter4ze drawers ; Lsprlzjzc r h W e 7 s  -:shew ; 0 t h  (QVitLl 

l.%nual Rat. of Aaurnulation of Rlc~rda 

& 

a-so-?t; I*. 1s 1. k . - 10wt 
T - -  . 



'Es NO 

I , r I c. Is this a viol nawd? 
I d. Does th is  =rim have historical or low term research value? 

** 10. 
a. I s  this thc off idrl ODW of the rrk? 

b. Don the series oontain c m f i i t i a l  informtion requiring rnn-ty handling? If yes, +? law or regulation. 

I :  If not *ere is k? 

1. RetetionRquinments Thc following requires the sorim to be kept: 

years. d. Audit period years. 
b. Statute of limitation years. t. Adminlmativc need WXS. 
a. statelaw 

c. Federal law WNS. 1. Federal retention instructions years. 

Attach wpy or exert  of laws or reg-ulrtionr. Explain rdministrative need. 

. 

* 

12. Approvrd D i w c i t i  Instructions This agency recommends that the f i k  wries be cut off at the end of each: 
0 Calendar Year; 0 Fi ta l  Year; 0 Other then. 

0 Hold in the current files area month(sJ year(s1; then 
0 Transfer to local holding area; hold 
0 Transfer to State Remrds Center; hold 
0 Dcmoy. 
0 Transfer to State Archives for perrmnent retention. 
B Other lspscitvl 

year(s1; then 
year(sJ;then 

CHANGE DSI0230-R1, Average APEG Salaries ,  a s  follows; e f fect ive  -- 1981-82 school yea1 

" A l l  reports except period 0_7/08(requisitionk, Mar/Apr". 

change "Requis i t ion2  f i l e  with Teacher :." t o  "Requisition& f i l e .  ." 

change " A l l  reports except period 05/06 (requisition & Jan/Feb" t o  

Then strut3 nr apply to all prior md futvc rrmmulationr of the r i e s .  



b L- c 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
- 9  

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form! Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 

pplication Date 

pplication N u m b  

~ 

Attention: Schedulina Section. 

Department of Education 
Office of Administrative Services 
Fiscal Services Division 
Grants Management Section 

- ~ ~ ~~~~~~~ ~~~~~ ~ ~ ~~ .~~ ~~~ 

- 
FOR AGENCY USE I 1. Agency Address 

. Dates of Series 
artiest Latest 

1 

5. Records Series T i l e  (followed by title used in offib?; if different) 

Teacher Payroll Computerized Processing Files 

FOR RECDRDSMANAGEMENT USE ______ 
Amliwtion Number 

- -  
Date Received Date Completed 

No Chan_ge _- - 

_- 
'. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numben and tides, if any): 
Attach samples of the file. 

Included are: 
No Change - 

File is  arranged: 
i 

1. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; Seven to twelve months old ; Thirteen to twenty-four months old 

__ _ _ _  _I_ 

twenty-five months and older 7 . 

).Annual Rate of Accumulation of Racordr 
Letter-size drawers ; Legal-size drawers ; shelves ; Other Irpecify) 

5-50-71: Rav. 76 .. . ~ .. . (0-1 
I. i 

,. 

' . tr - ' *  



contain confidential information requiring security handling? If yes, pite law or regulation. 

contained in this series ever analyzed andlor recorded in a summarized report? 

--- 

1. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain administrative need. 

- ~ -  
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the  end of each: 

0 Calendar Year; 0 Fiscal Year; 0 Other ~ then, 

0 Hold in the current files area month(s1 year(s1; then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. , 
=Other (Specify) Change the following: , 

year(s1; then 
year(s); then 

E D S I T =  Teaqher Payroll Report (Detail) DE0038 
EDSI 0212-R2 Teacher Payroll Report (Summary) 

Record--(State Office) Cogx: Hold the final confirmation copy in 
the current files area two ( 2 )  years; then transfer to the State 
Records Center; hold for four ( 4 )  years; then destroy. Hold 
other periods’ requisitions in current files area and destroy 
at end of current fiscal year. 

These instructions apply to all prior and future accumulations of the wies. 

Recommendations in para- 
raph 12 are approved. 
Vf diwpprovcd. mxh /em 
3 f  explanation.) 

. . -  . .  
, . .  , .  



OFFICE OF THE SECRETARY OP STATE 

RECORDS MAYAQEMENT DIVISION 

I - * ' a  

APPLICATION FOR RECORDS RETENTION 

INSTRUCTIONS: Sea Publication No. 76-RM-1 for instructions on completing this form. ForvGard dhned oriainal to 

FOR AGENCY USE . 
@&ation Data 

@pliation Number 

1. Agency Address FOR RECOROSMANACEMENT USE 

Sta t e  Department of Education ' Application Numb, 

81-16rC _I 

Office of Administrative Services 
Fiscal  Services Division r 

Grants Management Section O a w ~ f k e i w d  Dam Cornohred 

Grants Administrator 656-2441 - -_C=_= 

Jack Richardson 
Z i t i o n  Rbquened 

109 S ta t e  Office BuildLhL A t l .  GA 30334 
I_- 

a. 
b. 

h Enabtisn Retention Schedule: record will continue to  accumulate. 
0 Dirpora of present accumulation; no further accumulation anticipated. 

4 - A _- Check One: m Chanqe: 0 Suoercede: 0 Void 
b t w  of Series Sarior Titlr (followed by title used in office; if different) 
isrlien Latest  

1 9 1 9 8 t  I MAR 1 1  1981 
-I--- 

1958 I To Date Teacher Payroll Computerized Processing Fi les  
I. D h i o n  and Offia Function What is the function of the Division and the Office in h i c h  t h i s  record series is created? 

The Grant's Management Section coordinates the  administration of educational grants,  both 
federal  and s t a t e ,  between the  department and local  un i t s  of education; develops contracts;  
provides forms management services;  administers t he  departmental records management program; 
provides systems and procedures services;  d i r ec t s  the  departmental space management program; 
and coordinates delivery of EDP services with the  Department of Administrative Services. 

. Record Series Description 

Documents relating to: 

Thii file contains the following documents linclude form numbers and titles, if any): 
Attach samples of the file. 

Allocating Adequate Program f o r  Education i n  Georgia (APEG) grant 
payments t o  local  education agencies. 

See attachment of computer reports  from EDSI 062 computer job. lnduded are: 

File is  arranged: Alphabetically by county system, c i t y  system, Cooperative Education 
Services Agency (CESA) , and Area Vocational Technical Schools. 
How ofreri 3re rec?rds ret?rred to w%ch are. 

---_ 
TMonthly Reference Rare 

One to six months oid 
wwentv-fiwe months anb :!der _--- 7 

500 i Seven to twriv.? months old 5 0 - :  Thirteen to twanr/.four months old -A, 



. ~ .  . 

1. Retention Rquirements The following requires the series to be kept: 

8, State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Anach copy or e x e r t  of laws or regulations. Explain administrative need. 

-! 

(See Attachment) 

2 Approved Dlspxition lnrrrudonr This agency recommends that the file series be cut off a t  the and of each: 
tl Calendar Year: a0 Fiscal Year; 0 Other then, 

0 Hold in the current files area month(r) yeark): then 
0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold 
Cl Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other ISpuiWI 

yearfs); then 
yearfs); then 

, 

(See Attachment) 

These instruaisns apply to 311 prior and future accumulations of the series. 

,aph 12 are approvea. 
f diwpproved, amch !etter 
f ex,-Jsnation.l 


